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SCHEDULE OF EVENTS FOR THE 2002-2003 FALL MEMBERSHIP REPORT

Date Event

8/23/02 2002-2003 Fall Membership Reports posted to Web site

9/30/02 Membership Count Taken

10/15/02 2002-2003 Fall Membership Reports are due to the Department

10/18/02 Late calls made to Division Superintendents on status of reports
not received as of noon, 10/17/02

10/30/02 Deadline for Superintendent’s verification of fall membership data

11/5/02 Department of Education’s Budget Office receives appropriate fall
membership data

11/15/02 Fall Membership Summary Reports are available on the WEB
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REPORT REQUIREMENTS

The Fall Membership Report for 2002-2003 includes the following:

• Students in all Pre-Kindergarten programs (Preschool, Early Childhood, Special Education
Preschool, Headstart, etc.) should be reported.

• The total number of K-3 special education students as of September 30, 2002, who spend more
than 50 percent of their weekly instructional time with a special education teacher, should be
reported for each school.

• The actual largest individual class size in grades KG – 3 as of September 30, 2002, should be
reported for each school.

• The number of grades K-3 classroom teachers (FTEs) as of September 30, 2002 should be
reported for each designated school.

• The number of grades K-3 resource teachers (FTEs) as of September 30, 2002 should be
reported for each designated school.

• For Standards of Quality No. 1-G, Instructional Personnel data, only Full and Half-Day
Kindergarten membership and the membership and number of sections taught for English
classes, grades 6-12 will be reported.

• The number of Immigrant students by division as of September 30, 2002 should be reported.
• The number of Limited English Proficient students as of September 30, 2002, should be

reported by:
• Division level by grade by language spoken, and
• School total.

• The number of Refugee students by division as of September 30, 2002 should be reported.

INSTRUCTIONS FOR PREPARING FALL MEMBERSHIP REPORTS

Contact Information

The contact information refers to the person who is responsible for coordinating all data for
the Fall Membership reports and can answer any questions regarding the data submitted for your
school division.  Information on the contact person for the 2002-2003 fall membership reporting
was entered through the School and Staff Administration (School ID) data collection.  If the contact
information printed in the Excel workbook is incorrect, this information should be updated to reflect
information for the person who is completing the 2002-2003 Fall Membership report and can
answer questions about the report.

Fall Membership School Status

In the Excel spreadsheet, a listing is provided of all schools in your division with their
school number, school type, operation status, and high and low grades.  Specifically, note whether
low and high grades are correct before you begin entering any data.  These grade levels control the
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range of grades for which cells in the spreadsheet are available to enter individual school
membership data.  This information was updated via the School and Staff Administration (School
ID) web form by your division staff (Administrative Supts. Memo. No. 40 dated June 28, 2002).  If
there are any inconsistencies, please contact Data Administration by e-mail at
fallmemb@pen.k12.va.us before entering school membership.

Division-Level Actual and Projection of March 31 ADM, K-12 for School Years 2001-2002,
2002-2003 and 2003-2004

Projection data for March 31 ADM and Half-Day Kindergarten programs must be reported
in the Excel spreadsheet.

The spreadsheet includes the current Department of Education projections of unadjusted
March 31 ADM, K-12 and adjusted March 31 half-day kindergarten for school years 2002-2003 and
2003-2004.  The actual 2001-2002 Unadjusted March 31 ADM is listed as a reference.  If your
division maintains separate projections for the projected years, please enter your projections in the
spreadsheet.

Please note the following when reviewing these projections:

• Regulations governing state reimbursement to school divisions for special education categorical
programs state, in part, that state tuition reimbursement for regional programs and
Comprehensive Services Act payments or reimbursements for private school costs shall be in
lieu of Basic Aid and other per pupil payments (such as remedial and gifted education aid).
Thus, students placed in private school or public school regional programs for whom tuition
reimbursement is requested may not be included in the March 31 ADM report.  Please be aware
of these restrictions when making your ADM projections and completing the spreadsheet.

• If you will be entering projections of the March 31 ADM for kindergarten pupils, please refer to
Section 22.1-199, Code of Virginia, which establishes the entrance age for kindergarten.
Children who have reached their 5th birthday by September 30 can be included.

• Include under “Kindergarten” any pupils enrolled in any of the three programs of junior
kindergarten, developmental kindergarten, or transitional first grade.

Division-Level Projection of Half-Day Kindergarten Program
 2002-2003 and 2003-2004

For the purpose of Basic School Aid calculations, kindergarten programs operating less than
5½ hours per day, and having a pupil/teacher ratio greater than 30 to 1 are considered half-day
programs.  Where kindergarten programs operate less than 5½ hours per day, and it is anticipated
that the 30 to 1 ratio will be exceeded, please enter in the spreadsheet the projected adjusted ADM
for the years indicated.
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Division-Level Home Instruction / Religious Exemptions

Home instruction and religious exemption data must be reported in the Excel spreadsheet.

Background:

The 1990 General Assembly amended Section 22.1-254 of the Code of Virginia to provide
home instruction as an alternative to compulsory school attendance and enacted Section
22.1-254.1 governing the conditions under which home instruction may be conducted.

Home Instruction:

Under paragraph B of Section 22.1-254, the division superintendent is required to report the
number of students in the school division receiving home instruction.  Enter on the
spreadsheet the number of children receiving home instruction by kindergarten through fifth
grade, grades six through eight and grades nine through twelve.  If the number of students is
not available by the specified grade ranges, report the total number under the other category.

Religious Exemptions :

It is important that we attempt to identify the number of children who are excused from
compulsory attendance by reason of a religious exemption, according to Section 22.1-257,
Code of Virginia.  Enter on the spreadsheet the number of children receiving religious
exemptions by kindergarten through fifth grade, grades six through eight and grades nine
through twelve. If the number of students is not available by the specified grade ranges,
report the total number under the other category.

Inquiries concerning home instruction or religious exemptions should be directed to Charles
Finley, Division of Accountability Services, at (804) 786-9421 or by e-mail at
cfinley@pen.k12.va.us.

Division-Level Pupil/Teacher Ratio Standards of Quality No. 1-G

Full and Half-Day Kindergarten membership and the membership and number of sections
taught for English classes, grades 6-12 must be reported in the Excel spreadsheet.

Kindergarten Full Day/Half-Day Membership

Report the membership of pupils in kindergarten on the spreadsheet as full day or half-day.
Please remember the adjustment for half-day kindergarten pupils where applicable. This would be
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dividing the membership in classes of less than 5 ½ hours by the number of sessions (usually 1 or
2). The number of sessions is the number of kindergarten operated per day by the division.

English Class, Grades 6-12 Membership

The pupil/teacher ratio for grades six through twelve English classes only applies to students
and teachers in departmentalized school organizations typically found in middle and secondary
schools. It does not apply to self-contained situations typically found in elementary schools. English
classes taught exclusively to special education students should not be included. Membership data
reported in the spreadsheet should be the sum of the membership in English classes, grades six
through twelve inclusive.

Courses included in calculating the pupil-teacher ratio, English classes, grades six through
twelve are:

0054  Remedial Reading Grades 4-7
1106  Reading Grade 6 1200 Journalism I
1107  Reading Grade 7 1210 Journalism II
1109  Language Arts Grade 6 1211 Journalism III
1110  Language Arts Grade 7 1212 Journalism IV
1120  English Grade 8 1213 AP Journalism                  
1130  English Grade 9 1215 Photojournalism I
1140  English Grade 10             1216 Photojournalism II
1150  English Grade 11 1217 Photojournalism III
1160  English Grade 12 1220 Local Journalism Elective
1160  English Grade 12 1300 Speech Fundamentals
1165  Local Literature Elective 1302 Advanced Speech
1171  Creative Writing 1395 Speech Applications
1177  Advanced Composition 1399 Local Speech Elective
1195  AP Literature & Composition 1515 Local English Elective I
1196  AP Language & Composition 1516 Local English Elective II

School Level September 30 Membership

Report the membership as of September 30.  Only schools maintaining the official
attendance records of pupils should report membership.   The membership by school can be
reported in an ASCII file or keyed into the Excel spreadsheet.

Report the membership for each school by grade, by the five racial/ethnic categories and by
gender.  Students who have not provided their race/ethnicity can be reported in the Unspecified
category.  Students with disabilities and students in alternative education programs should be
reported by grade level.  Local school divisions may use their own procedures for assigning grade
levels to students.  Local procedures should be based on students’ age and their progression from
grade to grade, similar to the local procedures used for students without disabilities.  The grade
assignment for all students must be within the range of the lowest and highest grades taught in the
school.
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Pupils in hospitals, clinics or detention homes who have been withdrawn from attendance
rolls should not be included in the membership count.

If the students are in a dual enrollment program approved by the principal (or other local
school official designated by the superintendent), they should be counted in fall membership in the
appropriate grade.  Dual enrollment means that students are earning college credit and credit toward
their high school diploma at the same time.

In the grade pre-kindergarten (PK) report only those pupils in pre-kindergarten programs
(Preschool, Early Childhood, Headstart, Preschool Special Education, etc.).

In grade kindergarten (KG), report pupils in junior kindergarten, developmental
kindergarten, and transitional first grade.

Report only students who have not successfully completed the Literacy Testing Program
(LTP) as ungraded.

Report a high school graduate (GED, certificate, diploma, etc.) who is in attendance for
additional academic or vocational coursework as post graduate (PG).

Students who have been withdrawn from a school to enroll in an Individual Student
Alternative Education Plan (ISAEP), and who will be counted in March 31 ADM, should be
reported at the appropriate grade level.  If the ISAEP program is housed in a school that reports
student membership, the student's membership may be reported for that school or the student's
home school; otherwise, the membership must be reported in the student’s home school.

The definitions of the five racial/ethnic categories are as follows:

AMERICAN INDIAN or ALASKA NATIVE - A person having origins (ancestry) in any of the
original peoples of North America, who maintains cultural identification through tribal affiliation or
community recognition.

ASIAN or PACIFIC ISLANDER - A person having origins (ancestry) in any of the original
peoples of the Far East, Southeast Asia, the Pacific Islands, or the Indian subcontinent. Included, for
example, are peoples of China, Korea, the Philippine Islands, Samoa, and India.

BLACK, NOT OF HISPANIC ORIGIN - A person having origins (ancestry) in any of the black
racial groups of Africa.

HISPANIC - A person of Mexican, Puerto Rican, Cuban, Central or South American, or other
Spanish culture or origin (ancestry), regardless of race.

WHITE, NOT OF HISPANIC ORIGIN - A person having origins (ancestry) in any of the original
peoples of Europe, North Africa, or the Middle East.
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A student who cannot be classified according to the definitions of any of the five racial/ethnic
categories should be reported in the Unspecified category.

Division Level Number of Immigrant Students

The number of immigrant students must be reported in the Excel spreadsheet. Eligible
“immigrant children and youth” include those individuals who are aged 3 through 21, who were not
born in the United States and who have not been attending one or more schools in any one or more
states for more than three full academic years. Report the total of immigrant students in the division.

Division and School Level Number of Limited English Proficient Students (LEP)

The number of Limited English Proficient (LEP) students must be reported in the Excel
spreadsheet. An LEP student is one

(A) who is between the ages of 3 and 21;
(B) who is enrolled or preparing to enroll in an elementary school or secondary school;
(C) (i) was not born in the United States or whose native language is a language other than

English;
(ii) (I)  is a Native American or Alaska Native or who is a native resident of the outlying

areas; and
(II)  who comes from an environment where a language other than English has had a
significant impact on the individual’s level of English language proficiency; or

(iii) who is migratory, whose native language is a language other than English and who comes
from an environment where a language other than English is dominant; and

(D) whose difficulties in speaking, reading, writing, or understanding the English language may be
sufficient to deny the individual—
(i) the ability to meet the State’s proficient level of achievement on State assessments;
(ii) the ability to successfully achieve in classrooms where the language of instruction is

English; or
(iii) opportunity to participate fully in society.

[P.L.107-100, Title IX, Part A, Sec. 9101, (25)]

For division level, report the number of LEP students by grade level according to the
language spoken.  Also report by grade level the number of students whose instruction incorporates
the students’ native language.

For school level, report the total number of LEP students for each school in the division.

Division Level Number of Refugee Students

The number of refugee students must be reported in the Excel spreadsheet. The refugee
student is an individual who is outside his/her country and is unable or unwilling to return to that
country because of a well-founded fear that she/he will be persecuted because of race, religion,
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nationality, political opinion, or membership in a particular social group. This does not include
persons displaced by natural disasters or persons who, although displaced, have not crossed an
international border or persons commonly known as “economic migrants,” whose primarily reason
for flight has been a desire for personal betterment rather than persecution.

Report the number of refugee students in the division by the country represented.

EXCEL SPREADSHEET INSTRUCTIONS

Downloading the Fall Membership Report Excel File

The Fall Membership (FALLMEMB2002) spreadsheet can be downloaded from the
Virginia Department of Education’s web site at http://www.pen.k12.va.us by selecting “Reports” at
the top of the homepage or “Data and Publications” at the bottom and then selecting “Collection of
Fall Membership Report 2002-2003.”  The complete address for accessing the spreadsheet is

http://www.pen.k12.va.us/VDOE/Publications/Fall_Membership/datacoll/coll.htm

Note:  These instructions have been developed using Excel 97; some messages may be
displayed slightly different if you are using a different version.

Netscape

When you click on Excel Worksheet, you will get a message notifying you that you have
chosen to download a file.  Choose the option that allows you to save the file.  In the Save As dialog
box choose the directory and subdirectory (folder) where you want the FALLMEMB Excel file
saved on your computer.  The file must be saved as FALLMEMB2002.XLS.  Then click on the
Save button to save the file to your computer  (Figure 1).  Close the web browser.

Figure 1. “Save it to disk” Dialog Box
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Internet Explorer

If you are using the Internet Explorer web browser to download the spreadsheet, place your
mouse over the words, Excel Worksheet and RIGHT CLICK your mouse. A window will open
with several options. Choose the option, “Save Target As.” This will bring up the “Save As” box
that will allow the file to be saved (Figure 2).  The file must be saved as FALLMEMB2002.XLS.
Then click on the Save button to save the file to your computer.  Close the web browser.

 Figure 2. “Save Target As” Dialog Box

Opening the FALLMEMB.XLS File

Open the Excel application.  Open the FALLMEMB spreadsheet file
(FALLMEMB2002.XLS) that you downloaded from the web site.  Since this file contains macros
to design the spreadsheet specific to your school division, you will need to choose to Enable
Macros if you get any warning about the macros. The FALLMEMB spreadsheet will open to the
cover worksheet.  When the file opens make sure you are on the Cover sheet as noted by the
highlighted tab at the bottom of the worksheet.

Cover Sheet

On the Cover Sheet, first you must select the Method of Generating the Fall Membership
School Level data (see Figure 3).  You must select either, “This Workbook” which means that you
will be reporting the membership by school in the spreadsheet or “District Computer” which
means that the membership by school will be reported in the ASCII file format and imported into
the Excel Workbook.
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Figure 3. Method of Generating Fall Membership

After you have chosen the method of generating the fall membership school level data, you
will see a drop-down list that includes the name and number of all school divisions/localities in
Virginia (see Figure 4).  Click on the down arrow and scroll down the listing to locate the number
and name for your school division.  When you locate your school division name, highlight it and
release the mouse button.

Figure 4. Select School Division
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After you have selected your division number and name, a message box will pop up that
asks whether the selection is the correct school division.  If the school division name appearing in
the message box is correct, click on the Yes button (Figure 5).  If the school division listed in the
message box is not the correct school division, then click on the No button, so you will be returned
to the drop-down listing of school divisions to repeat the selection process.

Figure 5. Verify School Division

When you click on Yes to indicate that the division name is correct, the workbook will
automatically begin the process of customizing the workbook for your school division.  The first
step is to create a new subdirectory called DOE_DATA, and a subdirectory called Fall
Membership, and to save the file with a unique name to identify the report and your school
division (Figure 6).  The file will be named FALLMxxx_0203.XLS where xxx is your three-digit
school division number followed by the number 1.  As this process begins, a message similar to the
one illustrated below for the Bedford school division (Div. 010) will appear on your screen.  Click
on OK to save the file and continue customizing the worksheets.

Figure 6.  Saving to File Message

School Status and LEP Counts

The School Status and LEP Counts worksheet (see Figure 7) lists the school type, number,
low and high grade, and status of all schools in your division. These reflect the updates your
division did via the School and Staff Administration web form during the summer 2002.

Please review the listing on this worksheet, and notify Data Administration at (804) 225-
2099 to report any changes that need to be made in the school information maintained for your
division.  Do not begin entering any data in the workbook if any of the low and high grades are
inaccurate, or you will have difficulties when you attempt to enter membership data for that school.
Data can be entered only for grade levels within the range of low and high grades listed.  Ensure
that you have a corrected file with correct grade ranges before you enter any data.
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Figure 7.  School Status Sheet

School information on the sheet is also used to report the Limited English Proficient (LEP)
count by school on another sheet, the School LEP Count.

Cover Sheet Menu

The cover sheet includes buttons that link to each of the report worksheets and a Process
button that performs edits and writes out the file that will be returned to the Department of
Education after all worksheets are completed.

Figure 8.Cover Sheet Menu Options



Fall Membership Data Collection
2002 - 2003 School Year

Instructions for Completing the Fall Membership Data Collection Page 15 of 41

Contact Sheet

The contact sheet (see Figure 9) includes the name, phone number, fax number, and e-mail
address of the person in the school division who has been reported to DOE as the Fall Membership
Report contact.  If this information is no longer valid, please contact the School and Staff
Administration contact.  In row 16, enter the email address of the person who will submit the data
file and who will receive results of the web-based file submission.

Figure 9. Contact Sheet

Projection of March 31 ADM

The March 31 ADM table is located at the top of the FM_Div_Data worksheet (see Figure
10).  This table lists for your reference the actual March 31, 2002 ADM that your school division
reported last spring.  Also listed are the current Department of Education (DOE) projections of
unadjusted March 31 ADM for K-12 and adjusted half-day kindergarten for school years  2002-
2003, and 2003-2004 (unadjusted for half-day kindergarten) that you reported on the 2001 Fall
Membership.  Please review and provide projections for 2002-2003 and 2003-2004 in columns F
and G.  Projections must be entered in these cells.  If you do not have any half-day kindergarten,
then enter “0” to indicate zero.
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For the purpose of Basic School Aid calculations, kindergarten programs operating less than
5 ½ hours per day, and having a pupil/teacher ratio greater than 30 to 1 are considered half-day
programs.  If it is anticipated that this ratio will be exceeded, please enter the adjusted ADM
projections for kindergarten in the last column in the projection table.

Figure 10.  March 31 Projections Sheet

Report of the Number of Children Receiving Home Instruction

Home Instruction

Each division superintendent is required to report the number of students in the school
division who are receiving home instruction.  Please provide in column G, rows 25, 26, 27 and 28,
of the FM_Div_Data worksheet the number of children in your school division who are receiving
home instruction.

Religious Exemptions

To assist us in identifying the number of children who are excused from compulsory
attendance by reason of a religious exemption, please provide in column G, rows 31, 32, 33 and 34
of the FM_Div_Data worksheet the number of children in your school division who have religious
exemptions.
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Figure 11. Children Receiving Home Instruction

Pupil-Teacher Ratios

Kindergarten

In column H, row 14 and row 16 on the P_T_Ratio worksheet, please provide the number of
kindergarten students in the appropriate cell for either full day (in class for 5 ½ hours or more) or
half day (in classes of less than 5 ½ hours by number of sessions).

English Class, Grades 6-12 Membership and Number of Sections Taught

In column H, row 34, please report the sum of the membership in English classes for grades
six through twelve.  In column H, row 35, please report the number of sections taught for English
classes.  For your reference, the pupil-teacher ratio for English classes will be calculated
automatically in the spreadsheet.  A list of English classes to be used in calculating membership and
sections is provided on page 5.
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Figure 12.  Pupil-Teacher Ratios
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Report of Fall Membership as of September 30, 2002

Selecting Individual Schools to Report Membership

Please note that Fall Membership school level data must be entered in the workbook
before class size reduction data is entered in the workbook.

If you chose “This Workbook” as the method of generating the fall membership school
level data when you began this program, click on the FM: School Data button on the Cover Sheet to
link to the School Template (see Figure 13) to report the September 30, 2002, fall membership.  At
the top of the School Template is a drop-down listing of all schools in your division.  Select a
school to customize the sheet with school identification data near the top and space for you to report
the membership in the appropriate grade pre-kindergarten through twelve rows as applicable for
each school for each of the five racial/ethnic categories by gender.

    Figure 13.  School Template – Selecting School to Record Fall Membership

If the school selected has been closed, the following message will be displayed.
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Figure 14.  School Closed

Completing the Report of Fall Membership

Report the membership by grade, race/ethnicity, and gender as of September 30, 2002.  Only
schools maintaining the official attendance records of students should report membership.  The
grade assignment for all students must be within the range of the lowest and highest grades of the
school.

Saving School Data

As you finish entering data for each school, you must record the data by clicking on the
Save button located just below the Total line near the bottom of the worksheet (see Figure 15).

Figure 15.  School Template – Saving Data
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Each time you have entered all fall membership for a school and click on the Save button at
the bottom of the page, you will be notified that your data have been recorded (see Figure 16), and
you will be prompted as to whether you want to save the workbook.

Figure 16.  School Data Recorded Message Box

After you record the data for a school, the School Template table is cleared, and you should
select another school and continue this process until fall membership data are entered for all
schools.

When all data have been entered for all the schools in your division, go to the Cover Sheet
and click on the FM: Summary by Grade button to see a division summary of the student counts by
grade, racial/ethnic categories, and gender (Figure 17).

Figure 17.  Fall Membership Division Summary Sheet
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Please note: if any revisions are made to fall membership for a school after completing the K-3
information, you should recall the K-3 information and review for any impact on K-3 requirements
and funding.

Importing an ASCII file into the Fall Membership Spreadsheet

School divisions can generate data for the school level September 30, 2001, fall membership
using an ASCII text file.  The text file must be imported into the fall membership workbook.  To do
so, select the option, “Division Computer” for the method of generating the Fall Membership school
level data when the workbook is first generated.   The ASCII text file must be in the format of the
layout for the B record located in Appendix A.  Any name can be given to the text with the
appropriate extension, i.e., FM029.TXT. In order to import into the Excel workbook, the ASCII text
file must be saved in the same directory (c:\DOE_data\Fall Membership) as the school division’s
fall membership workbook.

From the Cover Sheet, click on the button, FM: School Data.  This will link to the School
Template sheet.  On the School Template sheet, click on the Import From Text File button near
the top of the sheet (Figure 18).

Figure 18. Import from Text File
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Limited English Proficiency Menu

The Limited English Proficiency Menu (Figure 19) includes definitions and links to
worksheets for reporting student immigrant counts, refugee student counts, and students with
limited English proficiency (LEP).

Figure 19.  Limited English Proficiency Instructions

Report of Limited English Proficient Students (LEP)

Report the number of Limited English Proficient (LEP) students in the division by grade
level according to the language spoken on the LEP Count worksheet (see Figure 20).  A drop-down
listing of all languages identified by the U.S. Department of Education should be used to select the
language.  A separate row will be created each time you select a new language.  Enter the number of
LEP students in each grade according to their language.
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Figure 20. Survey of Limited English Proficient Students as of September 30, 2002

Below the total LEP count you should report by grade level the number of students whose
instruction incorporates their native language.  The number reported in this row must always be less
than or equal to the total LEP count (count of students for all languages) for each grade level that is
calculated automatically on the previous row.

Report of Immigrant Students and Refugee Students

Report the division-wide total number of immigrant students in membership on September
30, 2002, in row 4, column E of the Refugee Count worksheet (Figure 21).  Refer to the LEP menu
or the instructions on page 9 to clarify which students should be counted and reported.

Report on rows 8 – 131, columns D and H of the Refugee Count worksheet (Figure 21) the
division-wide total number of refugee students who are in membership on September 30, 2002, by
the country represented.  Refer to the LEP menu or the instructions on page 9 to clarify which
students should be counted and reported.
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Figure 21.  Refugee Count Sheet

Limited English Proficiency (LEP) Counts by School

Report the total number of LEP students for each school in the division on the School LEP
Count worksheet.

Figure 22.  School LEP Count
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March 31 ADM and Fall Membership Counts by School for Contracted, Consolidated or Merged
School Divisions

School divisions whose city and county affiliations are contracts, consolidations or mergers
will report March 31 Average Daily Membership (ADM) projections for each locality.  Fall
membership counts by school and by grade will be reported for the affiliated locality.  These school
divisions are Bedford City (Div. 140), Emporia City (Div. 138), Fairfax City (Div. 134), and James
City County (Div. 047).

When the primary school division is selected from the school division dropdown list, a
workbook will be customized for the primary school division. On the cover worksheet a button will
be displayed for the name of the affiliated school division.  Enter the appropriate data for the
affiliated school division on the school list worksheet (Figure 23).

Figure 23.  School List Sheet

(To be completed only for affiliated school division where there is a contract, consolidation, or
joint agreement.)
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K-3 Primary Class Size Reduction Program Participation – FY 2003

Please note that Fall Membership school level data must be entered in the workbook
prior to entering class size reduction data.  If you attempt to enter K-3 data for a school prior to
entering membership data, you will be notified that the membership has not been recorded (Figure
24).

Figure 24.  Notification that Membership Has Not Been Recorded

School divisions that will participate in the K-3 Primary Class Size Reduction program in fiscal
year 2003 must provide data to the Department of Education indicating that each school to be
allocated funds through this program meets the maximum class size and pupil-teacher ratio
requirements for this program as of September 30, 2002.  To facilitate the collection of data for
fiscal year 2003 related to the pupil-teacher ratio and maximum class size requirements, the School
Status and K3 Counts sheet includes columns that require reporting the data noted in items one
through four listed below.

Completing the K-3 Class Size Reduction Data Collection – Reported on the “K3 Counts” Sheet

After reporting your Fall Membership by school, click on the button labeled “K3 Data,”
which is located on the sheet labeled “Cover Sheet.”  This button will open the K3 Counts sheet
(Figure 25).

Figure 25.  K-3 Counts Sheet
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Use the drop-down box to select each school.  If the selected school does not meet the free lunch
eligibility percentage required for the K-3 Initiative, you will be notified that the school does not
qualify for the K-3 Initiative (Figure 26).

Figure 26.  Notification that Free Lunch Percentage Did Not Meet Eligibility Requirements

For each qualified school, report the four counts identified in items 1 through 4 below.  Please note
that the four required fields are shaded in white on the spreadsheet.

1. Report the number of grades K-3 classroom teachers (FTEs) in the school as of September 30,
2002 in cell “F7.”  All special education teachers (self-contained and resource) are specifically
excluded and should not be reported.

2. Report the number of grades K-3 resource teachers (FTEs) in the school as of September 30,
2002, in cell “F8.”  Resource teachers who may be counted include art, music, physical
education, technology, remedial, and reading resource teachers.  As noted above, special
education resource teachers are specifically excluded and should not be reported.

3. Report the number of K-3 special education students in fall membership as of September 30,
2002, who spend more than 50 percent of their weekly instructional time with a special
education teacher in cell “F9.”  The special education count will be subtracted from the total K–
3 membership reported in fall membership when calculating the pupil-teacher ratio to determine
eligibility for participation in the K–3 Primary Class Size Reduction program.

4. Report the largest individual K-3 class size in each school (once the number of K-3 students in
each class who spend more than 50 percent of their weekly instructional time with a special
education teacher have been subtracted out) in cell “C12.”  The count reported in the Actual
Largest Individual Class Size in K–3 will be used to determine whether the school meets the
maximum class size requirements of the K–3 Primary Class Size Reduction program.

The “Actual FY 2003 School-wide Pupil-Teacher Ratio” in cell “C11” is automatically
populated based on the K-3 membership reported for this school and the number of K-3 classroom
teachers, resource teachers, and self-contained special education students.  If the pupil-teacher ratio
qualifies, you will see a message in cell “E11” that states “Meets School-wide Teacher Ratio.”   If
the pupil-teacher ratio is higher than the qualifying ratio, the message in cell “E11” will state
“Required School-wide Pupil-Teacher Ratio Exceeded.”

When you enter the largest individual K-3 class size in the school, the number will be
compared against the largest permitted class size listed in cell “C13.”  If the class size is within the
permitted range, you will see a message in cell “E12” that states “Meets Largest Class Size Cap.”  If
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the class size is larger than the permitted class size, you will be asked whether this school has only
one class in the affected grade level (Figure 27).  If you click on “Yes” to indicate that there is only
one class in the affected grade level, you will see a message in cell “E12” notifying you that you
can request a one-class waiver for this school.

Figure 27.  Largest Class Size Message

When the data are recorded for a school that does not meet the pupil-teacher ratio or class
size requirements, you will be notified that you should contact Kent Dickey
(kdickey@mail.vak12ed.edu) to notify him that you are planning to take one of the corrective
actions noted in the alternatives for schools that are not in compliance.

Figure 28.  School Does Not Meet Qualifying Criteria Message

Note:  If any changes are made to the fall membership for a school after completing the K-3
information, you should recall the K-3 sheet, review for any impact on requirements and
funding, and then resave the K-3 data .  When you make revisions to fall membership for a
school and click on the “Save” button, you will get a warning that the change may impact your
projected state funds (Figure 29).

Figure 29.  Message Warning that Projected State Funds are Impacted by Membership Change
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Schoolwide Pupil-Teacher Ratio and Individual Class Size Requirements by Percent Free
Lunch Eligibility for the FY 2003 K-3 Program

Qualifying School Percentage of
Students Approved Eligible for

Free Lunch

Required Grades K-3
Schoolwide

Ratio

Required Maximum
Individual Class Size

16% but less than 30% 20 to 1 25
30% but less than 45% 19 to 1 24
45% but less than 55% 18 to 1 23
55% but less than 65% 17 to 1 22
65% but less than 70% 16 to 1 21
70% but less than 75% 15 to 1 20

75% or more 14 to 1 19

Source:  Item 147 C. 8. d. of Chapter 899, 2002 Acts of Assembly (2002-2004 appropriation act).

Additional Information Regarding the K-3 Class Size Reduction Program

Item 147 C. 8. c. through f. of Chapter 899, 2002 Acts of Assembly (2002-2004 appropriation
act), contains the following provisions regarding participation in the optional K-3 Primary Class
Size Reduction program:

1. By November 1 of each year, school divisions must provide data to the Department of
Education that each school receiving funds through the K-3 Primary Class Size Reduction
program has a pupil-to-teacher ratio in kindergarten through grade three as of September 30 that
meets the criteria as shown in the table above.

2. School divisions may elect to have eligible schools participate at a higher pupil-to-teacher ratio,
with a commensurate reduction of state and required local funds, if local conditions do not
permit participation at the established ratio.

3. The Superintendent of Public Instruction may grant waivers to school divisions for the
maximum class size requirement in schools that have only one class in an affected grade level in
a primary school.

4. School divisions are required to provide a local match for the state funds based on the composite
index of local ability-to-pay.

The department is required to provide a report of the information in items one through four
above to the Chairmen of the House Appropriations, House Education, Senate Finance, and Senate
Education and Health Committees by December 1, 2002.

After your data is submitted to the department, the actual schoolwide pupil-to-teacher ratios
and largest class size for participating schools based on September 30, 2002, fall membership will
be reviewed.  The data will be analyzed to ensure that participating schools comply with the
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required ratios and maximum class sizes.  Schools not meeting these requirements based on the
instructional personnel data submitted and data from 2002 fall membership will be contacted by the
department to discuss any potential funding alternatives and to discuss special circumstances related
to the school(s) not in compliance.  The following list of alternatives may be considered for schools
not in compliance:

Compliance with required pupil-teacher ratios:
• Hire additional qualifying K-3 instructional personnel
• Reduce per pupil funding to the qualifying pupil-teacher ratio
• Eliminate the grade(s) not meeting the pupil-teacher ratio

Compliance with required class size caps:
• Reduce funding to the qualifying pupil-teacher ratio and corresponding class size cap
• Make adjustments to the classrooms not in compliance by moving students to classes with fewer

students
• Meet the requirements for the Superintendent of Public Instruction to grant a waiver for the

maximum class size requirement in schools that have only one class in an affected grade level in
a qualifying school.  Request for this waiver must be provided in writing to the Superintendent
of Public Instruction.

For 2002 fall membership, enrollment is being collected separately for the affiliated
localities comprising the four jointly-operated school divisions to derive separate membership for
each of the eight localities.  Compliance with the required schoolwide pupil-to-teacher ratios and
maximum individual class sizes will be determined with the school enrollment and teacher data
aggregated for the two localities.  However, payment of entitlements will be made to each locality
separately based on each locality’s portion of students reported in fall membership for each
participating school.  The composite index for each locality also will be applied in calculating the
separate entitlement for each division.

If you have a school that fails either the required pupil-teacher ratio or the largest class size
limit and you plan to take one of the actions noted above to bring the school into compliance, please
fax your request to Kent Dickey at (804) 225-2300 or e-mail your request to
kdickey@mail.vak12ed.edu.

After all data are analyzed and necessary funding adjustments are made (to include
recalculating entitlements for all schools based on actual 2002 fall membership), a follow-up report
will be sent to all school divisions that will provide updated fiscal year 2003 entitlements.

Inquiries concerning the K-3 Primary Class Size Reduction program should be directed to
the budget office staff at (804) 225-2025 or by e-mail to kdickey@mail.vak12ed.edu.
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PROCESSING THE WORKBOOK

When you have finished entering all data for your division, return to the Contact Sheet to
process the workbook.  Click on the PROCESS button located above the contact person
information.  Processing includes functions to check for errors and to write out an ASCII file once
all errors have been corrected.

Macros have been incorporated into the spreadsheet to edit cells that must contain numeric
data and to check for data reasonability.  If any errors are found, an Errors  worksheet is created.
This worksheet will include a listing of the errors found, including the name of the worksheet where
the error was found, the cell location, and a message to assist you in identifying the error.  Review
the errors and make corrections as indicated and then go back and process the workbook again.

When correcting data in an individual cell in the fall membership spreadsheet, do not use
the backspace key.  To clear the data in a cell, you must highlight the cell, then right click on the
mouse on the cell.  A menu will appear and you will select the option, “Clear Contents” (Figure 30).
You can then insert the corrected data.

Figure 30.  Clearing Cell Contents

Once you have completed all corrections, click on the PROCESS button again.  If there are
no more errors, the worksheet will generate an ASCII text file.   A window will appear (Figure 31)
indicating that the data file was created successfully and provide the location of the text file.

Figure 31.  Text File Successfully Created
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Submitting the Fall Membership Report

The FallMxxx_0203.txt (where xxx is your 3-digit division number) should be submitted to
the Department of Education via the Web-based submission process.  For school divisions
comprising the four jointly operated school divisions, two text files should be submitted.
FallMxxx_0203.txt for the primary school division and Fmothxxx.txt for the affiliated school
division.  Detailed instructions for submitting this report via the Web-enabled submission process
are posted on the Webster.

You should not e-mail the FallMxxx_0203.txt file to the Fall Membership mailbox as you
have done in the past year.
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APPENDIX A

ASCII FILE LAYOUT

Header Records (must include all records as indicated)
SenderID=<3-digit Division Number of division submitting file>
CreateDate=<current date in mm/dd/yyyy format>
CreateTime=<current time in hh:mm:ss format>
EMAIL=<sender’s e-mail address>
~~
DataType=SMF_FALL-Mem
~

“A” Record
File Description

First
Position

Last
Position

Field
Length Field Name Field Acceptable Values

1 1 1 Record Type Constant =  A
2 2 1 Report Type T= Test, A = Actual, R = Resubmission

3 10 8 Data Collection
Name

Uppercase, constant = FALL-MEM

11 14 4 Beginning
School Year

Four-digit year for beginning of school
year, i.e., 2002

15 17 3 Division
Number

leading zeroes must be included, i.e.
003
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“B”  Record
School Level Summary of September 30 Membership

First
Position

Last
Position

Field
Length Field Name Field Acceptable Values

1 1 1 Record Type Constant  = B
2 5 4 School Number leading zeroes must be included, i.e.

0070
6 6 1 Racial /

Ethnicity Group
0 = Unspecified
1 = American Indian or Alaska Native
2 = Asian or Pacific Islander
3 = Black, not of Hispanic origin
4 = Hispanic
5 = White, not of Hispanic origin

7 8 2 Grade Level Note:   Students who have not
successfully completed the
Literacy Testing Program
should be counted as
Ungraded (UG).

            Report all other students,
including students with
disabilities and students in
alternative education
programs by grade level.

PK = Pre-kindergarten
KG = Kindergarten 01 = First

grade
02 =  Second grade 03 = Third

grade
04 = Fourth grade 05 = Fifth grade
06 = Sixth grade 07 = Seventh

grade
08 = Eighth grade 09 = Ninth grade
10 = Tenth grade 11 = Eleventh

grade
12 = Twelfth grade
PG = Post Graduate
UG = Ungraded

9 9 1 Gender M = Male
F = Female

10 14 5 Enrollment Actual number of students; include
leading zeroes.   i.e.   00034
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“C”  Record
Projection of Unadjusted March 31 ADM, K12 and Adjusted ADM

Half-Day Kindergarten
First

Position
Last

Position
Field

Length Field Name Field Acceptable Values

1 1 1 Record Type Constant  = C

2 2 1 ADA_ADM
Collection Type

Numeric;
  1 = March 31 Actual Unadjusted
ADM
   2 = March 31 Projected
Unadjusted ADM
   3 = March 31 Projected Half-Day
         Kindergarten

3 6 4 Projection Year Numeric;
    2003
    2004

7 12 6 Count Numeric; leading zeroes must be
included, i.e., 000300

“D”  Record
Report of the Number of Children Receiving Home Instruction

First
Position

Last
Position

Field
Length Field Name Field Acceptable Values

1 1 1 Record Type Constant  = D

2 2 1 Home
Instruction
Type

Numeric;
  1=Home Instruction
   2 = Religious Exemptions

3 3 1 Grade_Range
Type

Numeric;
    1= KG_05
    2=06_08
    3=09_12
    4=Other

4 9 6 Count Numeric; leading zeroes must be
included,
i.e., 000300
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“E” Record
Standards of Quality No. 1-G,  Full Day/Half Day Kindergarten

Membership,  Membership and Sections Taught, English Classes
Grades 6-12, Immigrant Student Count

First
Position

Last
Position

Field
Length Field Name Field Acceptable Values

1 1 1 Record Type Constant  = E
2 2 1 Count_Type Numeric;

  1=Full_Day Kindergarten
  2=Half_Day Kindergarten
  3=Grade 6-12 English Enrollment
  4=Grade 6-12 English Class     

Sections
  5=Immigrant

3 9 7 Count Numeric;  leading zeroes must be
included
i.e., 0094533

“F”  Record
Limited English Proficient (LEP) Student Membership Count

First
Position

Last
Position

Field
Length Field Name Field Acceptable Values

1 1 1 Record Type Constant  = F
2 2 1 LEP Count

Type
Numeric;
1 = Language Spoken
2 =  Instruction in Native Language

3 6 4 Language
Spoken
Number

Numeric;  leading zeroes must be
included,
i.e., 0540 (See listing of Language
Spoken)

7 8 2 Grade Level PK = Prekindergarten
KG = Kindergarten 01 = First grade
02 =  Second grade 03 = Third grade
04 = Fourth grade 05 = Fifth grade
06 = Sixth grade 07 = Seventh grade
08 = Eighth grade 09 = Ninth grade
10 = Tenth grade 11 = Eleventh

grade
12 = Twelfth grade
PG = Post Graduate
UG = Ungraded

9 15 7 LEP Count Numeric;  leading zeroes must be
included, i.e., 0094533
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“G” Record
Refugee Student Membership Count

First
Position

Last
Position

Field
Length Field Name Field Acceptable Values

1 1 1 Record Type Constant  = G

2 5 4 Country
Represented
Number

Numeric;  leading zeroes must be
included,
i.e., 0540 (See listing of Countries
Represented)

6 12 7 Refugee Count Numeric;  leading zeroes must be
included, i.e., 0094533

“H”  Record
School Level Membership for Bedford City,

Emporia City, Fairfax City and James City County
First

Position
Last

Position
Field

Length Field Name Field Acceptable Values

1 1 1 Record Type Constant  = H
2 5 4 Institution Number Leading zeroes must be included,

i.e., 0540
6 7 2 Grade Level PK = Prekindergarten

KG = Kindergarten 01 = First
grade

02 =  Second grade 03 =
Third grade

04 = Fourth grade 05 = Fifth
grade

06 = Sixth grade 07 = Seventh
grade

08 = Eighth grade 09 = Ninth
grade

10 = Tenth grade 11 = Eleventh
grade

12 = Twelfth grade          PG =
Post Graduate
UG = Ungraded

8 12 5 Membership
Count

Numeric;  leading zeroes must be
included, i.e., 00940
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“I”  Record
School Level Miscellaneous Counts

First
Position

Last
Position

Field
Length Field Name Field Acceptable Values

1 1 1 Record Type Constant  = I

2 2 2 Misc. Enrollment
Type

Numeric;
1 = K-3 Self-Contained Spec. Educ.
2 = Largest Actual K-3 Class Size
16 = LEP Count

4 7 4 School Number Numeric;

8 12 5 Count Numeric;  leading zeroes must be
included i.e., 00945

“J”  Record
School Level K-3 Teacher Counts

First
Position

Last
Position

Field
Length Field Name Field Acceptable Values

1 1 1 Record Type Constant  = J

2 2 2 Teacher Count
Type

Numeric;
3 = K-3 Classroom teachers
4 = K-3 Resource teachers

4 7 4 School Number Numeric;

8 12 5 Count Numeric; two decimals
Leading zeroes must be included,
i.e., 00945  equals 9.45

“Z” Record
End-of-File Record

1 5 5 Record Type Constant =  ZZZZZ

Trailer Record

RecordCount=<number of A-Z records included in this file>


